INDEX

Page

Access to Public Proceedings:

TaTelE=TaT= W@ o 1= I B Lo o]l = 1SR PP 11-1

T T LY S 11-2

0 o] ol AN o o SO 11-1
Access to Public Records [IC 5-14-3]:

Access to Electronic Data Storage SYSIEMS .......oooeiiiiiiiiic e 11-3

Definition of PUDIIC RECOIT ........eeiieeiiee et e et e e e e e e e e e e e e e annneeeeees 11-2

[ o] g F=T o Tot Yo [ oot 11-3

F S et e et e e e e e e e h et e et e e e e e e e a b e beeeee e e e etateeeaaeeaaannrreeeeas 11-4

0] o) [ o o o] o3RS 11-2

Request for Access t0 PUDIIC RECOIAS .........ooiiiuiiiiiiiiie e 11-2

Records Which May Be Excepted From DiSCIOSUIE .........c.ueiiiiiiiiiiiiiiiceiiee e 11-4
AcCCOUNTADIE ItEMS = DEPOSIES. .....eeiiiiiiiiiiiiiiiiiiiieiee ettt eeeeeeeeeeeeeaeeseasesssesssssesesssssssssssssssssssssssssssensnssesennnsnnnes 9-6
ACCOUNTING TOr RECEIPLS ...uuvviiiiieie ettt e e e e e s e e e e e e e e e st aeeeeaaeeesassareaaeeesaannreaneeas 4-1
ACCOUNTING DY ODJECL ...ttt et e et e e sane e e e anneeeas 5-3; 7-1
ACCOUNES Payable VOUCKET ...t 2-2
Accounts Payable VOUCher REGISTEN ... .o 2-3
F o V7= T LTIl = N0 4= o | St 9-3; 15-21; 16-9
F oo Lo I Ut g =TT SR 9-3
ANNUAT BUAGET ...ttt e e bt e et e e s abe e s e bt e e e e enbe e e e enneas 8-6
N o 10T (=T R 8-12
F Y o] o1 re] o1 g E= 1 Te] T I = 1 ] (=) = TR 8-8
Appropriations and AlOTMENES ........cooiiiii e 5-1; 8-7
Appropriations = AAAItIONAL ... ..o ettt e e e e e e e e e e e e e e e eeeeas 8-8
ASSEE OWNEISNID ...eeeiiiiiete et e e e e ettt e e e e e e e e e ettt e eeeeeeee s e tabaeaeeaeeeeaabeseeeaeeeeaansreeeeess 9-3
F U Lo 11 07 011 £ OO PP PSSP PP PUPPPRPRRPRPI 9-4
AULhOTItY TOr INVESTMENTS ... e e et e e e sbe e e e et e e e e enreas 14-6
Authorization Agreement for Automatic Deposit State of

Indiana Distribution to Political Subdivisions by EFT..........ccoiiiiiiiiiiiiee e 2-12
AULNONZEA INVESIMENES ... e e e s e e s e e 14-6
Availability Of EQUCALION ........ooiii e et 8-18
Average Daily Membership (ADM).........ooo it 8-23
Bad Debts and Uncollectible ACCOUNTS ............oooiiiiiiiiiiee et 9-4
Board of School Trustees (see Governing BOAY).........oouiiiiiiiiiiiiiiie e 8-1
[ ToT= T o 10T 1Yo S 8-1
2 To] g I =T ] (=] RO PPRRRR 2-11
Bonds - General Oblgation ............ociiiiiiiiiiie e e e e e e e s e e e e e e e a i rraaaaeeaaanae 8-13
Bonds of Treasurer, Deputy Treasurer and EMpIOYEeS...........oooiiiiiiiiiiiiiii e 8-16
Break-INS OF BUIGIAIIES. ..o ettt e e bt e s bt e e e ab e e e e e aneas 9-4
10T [ 1] =1 =g o =T SRR 8-7
Cancellation Of Old CRECKS ..........uiiiiie ittt e e e e e e s e et e e e e e e e e sassnteeeeaaaeesanteeneaaaeesannnnes 8-9
Capital ASSELS ..., 9-7; 15-22
Capital ProjECLS FUNG .....ooii ittt e e e e et et e e e e e e e e e eaabbeeeeeaeeaabaseeeaaeeaanannes 3-4
Cash DiISDUISEMENES .......coiiiiiiiii ittt ettt et e a e e e b ettt e sreenbe e e s re e e nneeas 9-4
Certificates Of DEPOSIT ... ...eiiiieii ittt et e e et e et e e e e s ne e s 14-4
Certified Report of Names, Addresses, Duties and Compensation of Public Employees....................... 2-12
Chart Of ACCOUNTS = CIEAMNG .....ueiieiiiiie e ittt e e et e e e et e e e sttt e e e sbeeeeeasteeeessnteeeesanteeeenseeeeesnseeeenanes 6-1
Chart of ACCOUNTS - RECEIPES......uviiiiiie it e e e e e e e e e e e e r e e e e e e snbeaeeaaeeesanannes 4-3
Chart of ACCoUNtS - EXPENAITUIES.........cooiiiiiie ettt e e et e e e sbeeeeeaaes 5-5

ChECK (IN DUPHICAE) ....ceiieeeee ettt ettt e et e e ettt e e st e e e snbe e e e s aaneeee s 2-10



Children with Disabilities . . . ... ... 8-18
Civil Aid Bond Obligations . . . ... .. 8-15
Classification of Clearing ACCOUNLS . . . . ... i e et 6-1
Classification of Expenditure ACCOUNS . . ... ... ittt e e e 5-4
Classification of Object Accounts . ........... .. . . . 7-1
Classification of Receipt ACCouNts . ........... .. . . . . 4-2
Clearing Accounts - ACCOUNtING FOr . . ... . e e e e 6-4
Collection of AmMouUNnts DUE . . ... ... 9-4
COMMUNILY SEIVICES . . ..ot 5-10; 5-28
Commuting Mileage . ........ .. . 9-4; 13-3
Compensation - Non-Employees . . . ... .. e 13-1
Compensation and Benefits . . ... . 9-5; 13-1
Compulsory Education . .......... . . . . 8-17
Computer Hardware and Software - Lease With Optionto Purchase ................... 17-3
Computer OQUIPUL . ..o e 9-5; 10-7
Computer Systems:

BasiC QUESHIONS . . .. it e e 10-1

Hardware . ... 10-2

Internal Control Requirements for Accounting Systems
Electronic Data Processing Controls:

Audit Trails . ... 10-6
Back Up Processing . ......... . 10-4
Change Controls . ... .. e e 10-5
Disaster RECOVEIY . ..ot e 10-4
Error Correction . ... . 10-7
INpUt CONtroIS . . ... 10-6
Interface CoNtrolS . ... ... 10-6
INternal ProCeSSING . . ..ottt 10-6
Logical SEeCUNtY . ... ... 10-4
Operations Documentation . . ... ... 10-7
OULPUL CONLIOIS . . . o 10-6
Physical SECUrity . .. ... .. 10-4
Programming Documentation ................ ... . . . ... 10-7
User Documentation . ............ .. 10-7
Other ReqUIrEMENTS . . .. .. e e e e 10-2
Possible Applications:
Payroll . ... 10-3
Purchase Orders . .......... . 10-3
SO WA . . oo 10-1
Stepsto Take Priorto Bidding . ... ... 10-2
Condition of Records . . .. ... ... . 9-5
Conflict of Interest . . ... .. . 12-1
Conflict of Interest:
Consultants:
Conflict of Interest . . ... . 12-3
Definition of Consultant . .......... ... .. . . . . . . . 12-3
Definition of ENtity . . ... ... 12-4
Disclosure RequUIremMeNnts . . . . ... .t 12-4
Penalties . ........ . . 12-4
Public Servants:
Conflict of Interest . ... . 12-1

D ENSE . . o 12-2



Definition of Pecuniary Interest .. .. ... ... .. . 12-1

Definition of Dependent . ... ... . . . . 12-2

Disclosure Requirements . ........... ... . . 12-2

Exception for Compensation and Expenses .. ........... ... ... .. .. ... 12-1

FOrm 12-5

Other EXCeplions .. ... . 12-1
Construction FUuNd .. ... .. e e 3-8
CoNtractS . . e 9-5
Contract ProvisSions . ... ... e 15-18
Contracts of Teachers and Other Employees . ........... . ... . .. . ... 8-9
Contractor's Bond for Construction ............. ... i 2-12
Contractor's Combination Bid Bond and Bond for Construction ... .................... 2-11
Contractor's General Bid for PublicWork . . ......... .. .. . 2-12
Corrections Of EITOrs . .. ..o 9-5
County Public Records Commission . ... ....... ... ... i, 11-5
Credit Cards . . ... .. e 9-5
Debt Service . . ... 5-11; 5-30
Debt Service FUNd . .. ... . e 34
Deceased Persons - Payments .. ... ... 8-23
Deferred Compensation - Public Employee .. ....... ... ... ... . ... .. .. . .. .. .. ... 13-2
DefiNItioNS . . . . 1-2
Definition of Clearing Accounts . ... ... ... . 6-1
Definition of Expenditure Accounts ... ... .. .. 5-4
Definition of Object Accounts .. ... ... . . 7-1
Definition of Public Record . . .. ... ... .. . 11-5
Definition of Receipt Accounts . . ... . 4-2
Deposit and Investment Powers . ............ ... . . . . . 14-1; 14-6
Deposit of Accountable Items . . . ... ... . 9-6
Deposit Of ReCEIPtS .. ... e 14-6
Deposits in Transaction ACCOUNtS . .. ... .. 14-4
Depository Statement and Cash Reconcilement ... ......... ... . ... ... .. ......... 3-12
Depositing Receipts . . ... .. e 4-2
Description of Clearing ACCOUNES . . ... ... .. e e e e 6-4
Description of Expenditure Accounts .. ... .. 5-12
Description of Receipt Accounts .. ... ... . e 4-10
Description of Prescribed Forms .. ... ... . . . . 2-1
Designation of Depositories . .. ... 14-1
Disbursements - by Check . ... ... . e 9-4
Discrimination by Contractors and Subcontractors Prohibited . .. ..................... 16-8
Disposal Of Property . ... ... 18-1
DONatioNS . . .. e 9-6
Dormant Fund Balances - Transferof . ........ ... .. .. . . . . . . . i 8-22
Double Entry Accounting . . ... ..o 1-3
Educational Feesand Grant Funds . ........ ... ... . . . . . . 8-23
Electronic Funds Transfer ... ....... .. . . e 14-6
Emergency Projects . ... ... . 16-7
Emergency Loans . . . ... .. e 8-14
Employee Benefits ... ... .. e 13-1

Employee's Earnings Record . . ... ... . 2-6



EMPIOYEE'S SEIVICE RECOIT .....coiiiiiiiiiiiiie ettt e e et n e e e aeeas 2-6
EMPIoymMENt TaX FUNG ...ttt et e e e e e sttt e e e e e e e e s nnbe e e e e e e e annnrneeeeas 3-6
EQUIPMENT PUICRASES ... e e e e e nan 8-6
Exchange of Property With Another Governmental Entity .............ccccoiiiiiii e 18-3
o T=T gL [ LU SN o T | (=SS 5-1
Expenditures by HOldING COrpOration............ccuuiiiiiiiii et e e erae e e enree e e eneeas 9-6
Expense Reimbursement HemMizZation.......... ... 9-6
Excessive or Unreasonable COSES ..........oiiiiiiiiiiiiiiiiee ettt e e e s e s e e e e e e e e ee e e e e annreeeees 9-6
L= To =T = | N o PO PPRRRP 8-13
Federal and State Agencies - Compliance REQUIrEMENTS ..........ccoiiiiiiiiiiii e 9-7
=TT S 9-7
FINANCIAI REPOMING .ottt e e e e b e e e b b e e s b e e e e e nbe e e e e aneas 5-3
Financial Report Opinion ModifiCatioNS............ccccuuiiiiiii e 9-7
o1 01 PP PPPPPP PP 2-1
FUNG ACCOUNTING ...ttt ettt e ettt e e e e bt e e e e bttt e e e aabe e e e e ambeeee e ambeeeambeeeeeanbeeeeeanes 3-10
Fund Ledger and Ledger Of RECEIPES ... ...coiiiiiiiiiiiie e 2-4
U T [ = TS PR 9-7
U o - T PO PPPPPP PP 3-1
FUNA SOUICES @NA USES ... ...ttt ettt e e e e e et e e e e e e e e snnte e e e eeeeaeannteeaeeeseannsnneeens 9-7
General Fixed AsSSEtS ACCOUNT GIOUP ........uuuiiiiiieii it e e e e e eeee e e e e e e et e e e e e e e e e b e e e e e e e e seenanbaeaaaeaas 2-13
L TCT o1t U o T RS URPSTPPRRN 3-4
General Obligation Bonds and Other Evidence of Indebtedness............ooccviiiiiiiiiicici e, 8-13
General Powers of GOVErNING BOAY ........c.ueiiiiiiiiiiiiiie et e st e e b e e e e aae 8-4
Governing Body DEfINEA ........ouuiiiiiiiie et e e st e e e ettt e e e et e e e e s be e e e e ataeeeenreeeeearaeaeeane 8-1
Governing Body ENGIDiliTy............ueiiiiiiiiie e e e e e e e eaa e e e e aanaes 8-1
Governing Body Other DULIES ........ooueiiiiiiiiee ettt e ettt e e e st e e e sbe e e e snbeeeeeanes 8-5
Grant Funds and EAUCAtioNal FEES.......... . et a e 8-23
GIOUP INSUMANCE. ... ...ttt e et e e e e e e e e et e e e e e e e eeeeaabeseeeeeeeeeaasstseaeeeeesantsreneaaaeaass 8-12
Hiring Architects, Engineers, and Land SUIVEYOIS ............oii it 16-8
[0 0 L= S 8-4
HOUIS WOTKEd RECOIA..... .ttt e e ettt e e e e e e s e be e e e e e e e e aabeeeaeaeeeaaannnes 13-1
lllustrations of Prescribed FOIMS..........uuiiiiiii et e e e e reee e e e Appendix
T g1 018 4= 11T o SR 8-19
INCOMING TraNSTEI ACCOUNES......ciiiiie ittt e e e et e e e e st e e e e snteeaeeenteeaeesnneeesanteeeeensees 4-23
Income Tax Withholdings and Reporting - Public Works Contracts............cocccvviiiieeeeiiccciiieeeee e 8-13
T To =T o (=Y [T S 9-7
T TeoT=T o1 @4 o1 o[ =T o H PSPPSR OUPPR 8-19
1 T3 (B o3 T o PP PURRRR 5-5; 5-12
Insurance for SChOO!l ChIlAIEN .........ooiiiii e e e e s e e e e 8-18
Insurance Losses (MonNey RECEIVEA) ........coouiiiiiiiiiie e e 8-21
INterest ON INVESIMENTS .........e et e e 9-8; 14-9; 14-13
Internal Control Requirements - ACCOUNtING SYSIEMS......ccoiciiiiiiiiiiee e 10-3
1) G g F=T IO ] oo )£ R 9-8
Investment Cash ManagemeEnt .........ooo i et e e et e e e e aeee e 14-13
INVESTMENT LOSSES ...ttt e e et e e e e e e e et e e e e e e e e eebe e e e eeeeeeeeensnnns 9-8; 14-9
INVESTMENT PUIMCNASING ... et e e e e e e e e e ee e e e e e e eeeas 14-10
TN =TS 1 g T=T A =T Lo o PSPPI 14-14
LTS3 T 3SR 14-6

Investments not Authorized by Statute....... ... 9-8; 14-9



Janitorial SEIVICES . . . . .o 8-17
JOINt LBASING . . . v vt 17-3
Joint Services and Supply Fund . .. ... 8-16
Late PaymentsS . ... e 8-17
Lease of Real Property . ... ..o 18-5
Lease With Optionto Purchase ... ........ ... i e e 17-1
Lease With No Optionto Purchase . . ... ... . . . i e 17-1
Leaseback Provision or Option to Repurchase . ............. .. ... 18-4
Leave and Overtime PoOliCY . ... ... i 9-8; 13-1
Leave Of ADSENCE . . .. .. 8-10
Ledger of Appropriations, Allotments, Encumbrances, Disbursements and Balance ... ... .. 2-4
Levy EXCESS FUNA . . ..o 3-9
Limitation of POWEIS . . . . .. e 8-4
Loans - Between FUNAS . .. ... 8-15
- EMEIgEeNCY . .. 8-14
-SChOOI BUS . . . 8-15

ST EIMIPO AIY ot 8-14
Lucrative OffiCeS . . . ..o 9-8;12-4
Malfeasance, Misfeasance, or Nonfeasance .. ............... .. 9-8
Manner of Investing FUNdS . . ... ... . 14-10
Master Chart of Clearing ACCOUNES . . . ... ... i e e e e 6-1
Master Chart of Expenditure ACCOUNES . .. ... .. e e e e 5-5
Master Chart of Receipt ACCOUNTS . . . ... ..ot 4-3
Medical Inspection and Immunization of Children .. ............ ... ... ... ... ... ..... 8-19
Meetings of Governing Body . . . ... ... . 8-2
Membership DUES . .. ... . 8-6
Mileage Claim . ... .. 2-3
Minutes of Meetings of Governing Body . ........... . 8-2
National Guard DULY . ... ... e e 8-11
Noninstructional Employees' Salaries . . .......... .. 8-10
Nonprogrammed Charges . . ... ..ot 5-10; 5-29
NONreveNUE RECEIPIS . . .o i vt e e e 4-21
Official Receipt/Individual Textbook Rental List . .. ............ ... .. ... ... ... ....... 2-12
Objects of Expenditures .. .......... . . . 5-3; 7-1
OPEN DOOK LaW . . . .ot e 11-1
Order to Destroy Public RECOrds . . . .. ... e e e e 11-8
Ordinances and ResSOIUtIONS . . . ... ... 9-9
Organization of Governing Body . .......... ... . . . . . 8-2
Overdrawn Cash . . ... ... 9-9
Overdrawn FUNAS . . ... ... . 9-9
Overpayment ColleCtions . ........... . .. 9-9; 15-21;
16-9

Payments Due Deceased EmpIOyees . ... ... . e 8-22
Payments in Advance - Prohibited ... ..... ... . . . ... 13-1
Payment of Transfer Tuition . . ... ... . . . 8-20

Payroll Check in Triplicate . . . ... .. .. 2-10



Page

Payroll Schedule and Voucher . ... .. . . 2-2
Penalties, Interestand Other Charges . ......... ... ... . i, 9-9
Personal EXpenses . ... .. 9-9; 13-3
Personal Property Use . .. .. .. . 9-9; 13-3
Petty Cash FUNd . . .. ... 6-4
Plans and Specifications - Approvals . ............. .. . . . . 8-17
Political Expenditures . .......... .. . . 9-10
Post-Retirement/Severance Future Benefits Fund .. .. ........ ... ... ... ... . ... 3-7
Posting of Appropriations and Allotments ... ... ... ... ... .. . 5-1
Prepaid Cards . ... . 9-10
Prescribed Forms:
Exact Replica . . .. ... 9-1
Use of Prescribed Forms . . ... ... . . e 9-1; 9-10
Various Accounting Guides, Manuals and Other Publications .................... 9-12
Pre-Signing DoCUMENtS . ... ... . 9-10
Preparation of Ledger . . .. ... . 4-1; 51
Preservation and Destruction of Public Records:
County Public Records Commission . ............. ...t 11-5
Definition of Public Record . . .. ... .. . . 11-5
Order to Destroy Public Records . ........... ... . . i 11-8
Penalty . .. e 11-8
POliCY . . 11-5
Public Records Go Withthe Office ........ ... ... . . . . 11-8
Public Records Retention - Audit . ........... ... . . . . 11-8
Removal of Records - Time Restriction .. ...... ... ... . ... . . ... ... .. ... .. ... 11-6
Retained Permanently . ......... .. . . . . 11-7
Suggested Procedures .. ........ ... e 11-6
Timely Recordkeeping . .. ... o 11-9
Transaction Recording . . ... ... 11-9
Prevailing Wage/Common Construction Wage ........... ... . ... . .. ... 16-8
Private Property . ... 9-10; 13-3
Procedures for Posting Records at the Time Investments are Purchased or Sold ........ 14-12
Procedures for Purchasing Investments . ......... .. ... . .. . . . 14-11
Proof of POSting . ... ... 3-10, 4-1;
5-3
Property Tax ADVanCe . .. .. ... ...t 8-17
Public Deposit Insurance Fund . .. ... ... .. . . e 14-10
Public Employee Deferred CompensationPlans .............. ... . ... . ... ... . .... 13-2
Public Employee’s Retirement Fund (PERF) and Teachers’ Retirement Fund (TERF) . . ... 13-2
Public-Private Agreements . . .. ... ... 16-9
Public Purchases:
Advance Payments . . ... ... . 15-21
Competitive Bidding . . ... ... e 15-1
Contract Provisions . ... ... e 15-17
Fixed ASsets . ... ... e 15-22
General Provisions . . . ... .. 15-1
Other Administrative Requirements . ............. ... .. . .. . . . . .. 15-19
Overpayment Collections . . . ... .. . e 15-21
Petroleum Products . ... ... ... e 15-12
Purchases from the Department of Correction ........... ... ... ... ........... 15-10
Purchase of Land or Structures .. ........ ... .. i i e 15-21
Purchases of Rehabilitation Center Products . ......... ... ... ... ... .. ...... 15-10

Purchases from Qualified Nonprofit Agencies for Persons with Severe Disabilities . . . . 15-11



PUrChasing BONUSES ...t e e e e e e e e e s aneeas 15-21
PUrchasing PrefErE&NCES .......cooiiiiiiiii ettt e e et e e et e e s e nte e e e e nteeeenneeas 15-15
Qualifications and Duties Of OffErors ..........c.eoii it 15-13
RAINY DAY FUNG ...ttt e e ettt e e e s bttt e e sttt e e e e aate e e e e anbeeeesbeeeeeanbeeaeeane 3-7
Reconcilement of Fund Balances with Depositories...........oooiiiiiiiii e 3-11
ReQUESE TOr PrOPOSAIS .....ccoiiiiiiiiieiiee et e e e e e e e e e ettt e e e e e eeeansreaeeeas 15-4
Retirement/Severance Bond FUN ...t 3-7
ST = VoSSR 15-13
Small Business Set-Aside PUIMChASES. ... e 15-11
SMAII PUMCNASES ....coiiiieiie ettt ettt e e e e e st e e ettt e e e e nnteeeeansteeeeennbeee e e nseeeannteeeeaneeas 15-6
Special Purchasing MEthOAS ............uuiiiiiiiiiice e e e e e e e e e e e e ae e e e e seannes 15-7
ST oL et ilez= i o] o - T SRR 15-4
SUGGESTEA FOIMS ..ottt a et e e e et et e e e aa bt e e e aab e e e e e rbe e e e aanreas 15-24
Public Records, Preservation and DestrucCtion..............ooo e 11-5
Public Records GO With the OffiCe........uuiiiiiiiiee e et e e enee 11-8
Public Records Retention = AUdit .........cooiiiiiiiiiiee et e e e e e e e e e e e s eeaeaeanas 9-10; 11-8
Public Works - DiviSION Of PrOJECT ...ttt 16-7
Public Works:
AQVANCE PaymMeENtS .. ..o ———— 16-9
Discrimination by Contractors and Subcontractors Prohibited .............cccoooii 16-8
Division of PUBIIC WOIKS PrOJECS ........cooiiiiiiiiiiii et 16-7
= g T= Ty 1= g o A O]y = Lo SRS 16-7
GENETAl PrOVISIONS ......eiiiieiieie ettt ettt e ettt e et e e e e et e e e e sbe e e e e nbe e e e e nneeeannteeeeeneeas 16-1
OVErpaymMENt COlIECHONS.........ciiiiiiii ettt et e e e nb e e e e e nbbe e e e enneeeeeneeas 16-9
Prevailing Wage/Common Construction Wage ............ooiiiiiiiiiiiii e 16-8
Procedure for Hiring Architects, Engineers, or Land SUIVEYOrS ............cooviiiiiiiiee i 16-8
Public Work Costing Less Than $25,000............ccoeoiuieiiieeieeeeeee et eee et ee et eae et eeeaaeeeveeens 16-6
Public Work Costing More Than $100,000 ..........c..cooiiiiiuiieiieeeee ettt ettt eeeaee s 16-4
Public Work Projects for Which Advertising and Bidding is Required ...........cocceviiiiieiiiiiecciiieen 16-1
PUDIIC-Private AQrEe@mMENTS ...... ...t e e e e e e e e e e e e e e e eaneeeeeeas 16-9
PUIrChasing BONUSES .......ccooo ittt e e e e e e e e e as 16-9
USE Of OWN WOTK FOICE ...ooeiieiiee ettt ettt e e e e e ettt ae e e e e e e e e nnneeaeeeeeeennaneeeeas 16-7
Use of United States Steel Products ... 16-7
0o TS g T=T T 7 = o SRR 2-3
PUPIl TranSPOrtation ........ ... e nn e e rnrnnn 5-9; 5-24
Purchase of Land OF STrUCIUMES.........ooi ettt e e e e e et ee e e e e e snnnnnenaeeeennnnes 15-22
BT g F= LTI O o =T S 2-2
PUurchasing BONUSES ... e 9-10; 13-3; 15-21; 16-9
QUOLALION BIANK.........eiiiiiiieiee ettt e e et e e e et e e e e et e e e e e etbe e e e e aabeeeeeaabeeeeeraeaeeabaeeeearaeeaeaan 2-2
RAINY DAY FUNG.......eeeeeie ettt e e e e e e ettt e e e e e e e n b e teeeeaeeeabeeeeeaeeeeeannreneeeas 3-7
RECEIPE ACCOUNLS ... e e e e e e e s e e e e s e s e e e e e e e aeeeeeaeeeeeeeeeennnnnnnnnnnnnnnnnnnnnn 4-1
Receipt ACCOUNES DESCIIPLON ...ttt ettt e e e st e e e sbae e e enbeeeeeaae 4-10
LTt o] A 1 T I 10 o) [ o= =SSP 2-10
RECEIPE ISSUBNCE ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeeeeeeeeeeesa s nnnanan 9-9
Y07 o] =T o £ (= N 2-13
Recommended Form - Conflict of INteresSt ........oo e 12-5
Reconcilement of Fund Balances With DepOSItOries ..........c..ueeiiiiiiiiiii e 3-11
Recording DiShUISEMENTS ........eoiiiiii et e e e e e e e e et e e e e e e e e e aannbeeee e e e e annreneeeas 5-2
Recording Financial TranSACONS ........... s a e e s a e ae e e aeae e e e e s eanan 8-23
= Teo] o oo T ad=Te=T] o) RSP 4-1
R4 Toto] (o E- T O oo o 1140 1o ) 0SS 9-5

RECOIA Of HOUIS WOTKEA ... ..ot e e e et e e e e e e e e e e e e e e eesaeeeaaaeeeeeaees 13-1



RefuUnds . ... . e 9-11
Register of INSUrance . ... ... e 2-11
Register of Investments .. ... . . . e 2-11
Repair and Replacement Fund . ... ... .. .. . . . 3-9
Repayments and Refunds . ... ... . 9-11
Repayments and Transfers . ........... .. . . i 9-11
Report of Collections . ... ... . . e 2-11
Requisition Blank . .. ... ... 2-2
Requisitions, Purchase Ordersand Claims .................. ... ... ... ... ........ 5-2
ReSOIULIONS . . . . e 9-9
Retainage on Public Works Contracts ........... ... .. ... . . . i, 16-5
Retirement ... ... 8-12
Retirement/Severance Bond Fund . ... ... . ... ... . 3-7
Revenue Receipts . ... ... . . . . 4-10
Safekeeping Receipts for Investments .. ... .. ... . . 14-9
Safety DeVviCes . . ..o 8-19
Salaries - Noninstructional Employees . . .. ... .. . 8-10
S TaChers .. 8-10
Sale and Rental Proceeds . ... ... . i e 9-9
Sale or Transfer of Real Property . . ... . 18-1
Sale or Transfer of Surplus Personal Property . . ........ ... ... ... . . . ... ... 18-6
SaAlES TaX . .ottt 9-11
Schedule of Payments Due School Bus Independent Contractors For Pupil Transportation 2-3
School Budget FOorms . .. ... 2-12
School Bus Purchases . ... ... . 8-15
School Bus Replacement Fund . ....... ... ... . . . . . . 3-6
School Food Verifications of Eligibility .. ......... ... ... . . . . . . . 8-23
School Lunch Fund . ... ... e 3-8
School Transportation Fund . .. ... .. ... .. . 3-6
Scope of the System ... ... . . . e 1-1
Self-Insurance FUNd . . .. ... . e 3-9
Separate Bank Accounts ... ... .. 9-11
Service Charges . .. ..o 14-10; 14-13
Service Contracts - Janitorial and Security Service ............. ... ... ... ... ..., 8-17
Severance Pay ... ... e 9-11; 13-4
Sick Leave . .. ... e 8-11
Signature on Claims and Checks .. ... ... . i e 8-22
Signature StamPs . .. ... e e 9-11
Single Entry Accounting System .. .. ... 1-2
Social Security, ADM, and Other Distribution Overpayments . ....................... 8-6
Special Education Preschool Fund . ... ... ... ... .. .. . . . . . . . . 3-6
Special FUNAS . ... ... e 3-9
Specific Powers of GoverningBody .. ... .. ... . 8-4
Special Provisions Regarding Certain Sales or Transfers of Real Property ............. 18-3
State and Federal Taxes:
Federal and State Agencies - Compliance Requirements . ....................... 9-2
Federal and State Regulations .. ....... ... . .. . . . 9-3
Federal Excise Taxes . ... ... ... .. e 9-2
Federal Income Taxes . . ... .. . e 9-2
Penalties and Interest . . ... . . . e 9-3
State Sales Tax . ... e 9-3

Tax Refunds . .. ... 9-2



StOreroom RECOId . . . . ..t 2-5
Subsidiary Ledgers . ... .. e 8-23
Subsidiary Ledgers, Reconciling . . ........ . 8-23
SUPPOIt SEIVICES . . o ottt e 5-6; 5-17
Suspensions With Pay . .. ... ... 9-12; 13-3
Tax Anticipation Warrants (Temporary LOans) .. ..... ..., 8-14
Taxes - State and Federal . . .. ... ... 9-2
Teachers CONtraCts . . . . ...t e e e 8-9
Teachers Leave Of ADSENCE . . . . ... e 8-10
Teachers Retirement FUND . . . . ... ... 13-2
Teachers Salaries . . ... ... 8-10
Teachers Service ReCOrd . . ... ... i e 2-5
Teachers Sick Leave and Other Leave . . . ... ... e as 8-11
Temporary LOANS . .. ... e 8-14
Temporary Transfersto Depleted Funds . . .. ... ... . e 8-15
Tenure (TeaCher) . ... e e 8-10
Term of Office of Governing Body . . ... ... . e e 8-1
Textbook Rental FUNd . . . . . . ... 3-8
Timely ReCOrdKEEPING . . . . . 9-12; 11-9
Transaction ReCOrding . . ... ... 9-12; 11-9
Transfer of School Children . . ... ... 8-20
Transfer Tuition Statement . . ... . ... 2-6
Transfers of Appropriations Withina Fund .. ... ... .. . . . . . . i 8-8
Transportation FUN . . ... ... 3-6
Transportation Fund EXpenditures . . ... e 8-23
Transportation of School Children . . . ... ... .. . . . 8-20
Travel EXPENSE . . . . 8-11
Travel PoOliCIES . . . . .o 9-12; 13-3
Treasurer's Daily Balance of Cash, Depositories, and Investments . . . .................. 2-5
Trusts and ENOWMENTS . . . . . .. 9-12; 14-14
Unemployment Compensation . . ...t 13-2
Use of Prescribed FOrmsS . . ... 9-1
Various Accounting Guides, Manuals and Other Publications . ........................ 9-12
Vending, Commissions or Other Sales Controls . . ............ .. ... 9-12
Vending Machine Commissions and/or Profits . ........... .. ... ... .. . . . . . . ... 9-13

Wage Scale and Antidiscrimination Provisions .. ........ ... .. . . i 16-8



	TABLE OF CONTENTS
	INDEX
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	L
	M
	N
	O
	P
	Q
	R
	S
	T
	U
	V
	W


